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OPNAV INSTRUCTION 4920.12

Subj: Uniform Case Files for Foreign Military Sales (FMS)

Ref: (a) DOD 7290.3-M of 29 June 1981 “l?MSFinancial
Management Manual”

Encl: (1) Uniform case file assignments for FMS material/
services cases

(2) Uniform case file assignments for FMS training
cases

1. Purpose. To implement the uniform case file system for
Foreign Military Sales (FMS) in accordance with Chapter 6 of
reference (a).

2. =“ This instruction applies to FMS case record keeping
at all levels of the Department of the Navy. Where commands
outside the purview of the Chief of Naval Operations are listed

c

in enclosures (1) and (2), designations are made as information
for the purpose of completeness.

3. Background. The Chief of Naval Operations has stated that
a security assistance program goal is the establishment of the
uniform case file system within the Department of the Navy.
This system provides a structure for maintaining necessary
documentation and insuring ready retrievability of information
relevant to each FMS case. This can effectively be accomplished
by assigning accountability for sections for the “total case
file” to the various activities. These sections are delineated
in chapter 6 of reference (a).

4. Discussion. Enclosures (1) and (2) list assignment of
responsibilities for FMS material/services and training cases
respectively. As such, they designate the command responsible
for maintaining the “master” document in the Navy organization
for each case section listed. It should be emphasized that this
is intended to provide a minimum requirement for case mainte-
nance at each level. Files in addition to these minimum require-
ments may be maintained by the various commands at their discre-
tion. For example, the accountability for the master Letter of
Offer and Acceptance (DD Form 1513) has been assigned to the
Office of the Chief of Naval Operations (Op-63) but many activi-
ties such as NAVSUP, NAVILCO, SAAC, etc., may also maintain a
copy as they deem necessary. The purpose here is to establish
the Op-63 copy as the authoritative copy for case record and
audit functions.
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This method of designation, as outlined in the enclosures,
applies throughout the listing of case file sections. Implemen-
tation of the uniform case file system is not intended to signi-
ficantly alter the current practice of administering FMS cases;
rather, it is meant to provide an orderly and comprehensive
method for accountability and organization in the case management
effort. The uniform system of labeling each section (i.e.:
the tabs and line items listed in chapter 6 of reference (a))
provides the key tool in accomplishing the orderly transition to
this system. As a general rule, the DON organization responsible
for the preparation of documentation, vice the recipient, is
indicated as the assigned organization. The rationale for this
is that the preparing organization is the one best able to
discuss the data contents and preparation procedures. Issuance
of this directive has been coordinated with the Office of the
Comptroller of the Navy.

5. Action . In accordance with the assignments outlined in
enclosures (1) and (2)? and within the scope of this instruction
the following actions are directed relative to security assis-
tance FMS case file management:

a. Effective upon receipt, all new FMS cases implemented
shall be maintained and labeled in accordance with the provisions
of this instruction and reference (a). t

b. Each command shall retrofit their case files to this
system for all cases implemented after 1 October 1981. It is
intended that this should be accomplished by the end of FY 82
(30 September 1982). By taking these actions, the goal of
uniformly maintaining all FY 82 FMS cases will thereby be
achieved.

c. Each activity holding documentation relevant to a particu-
lar item listed in section 601 of reference (a) shall transfer
that document to the command tasked with maintaining the “master”
file for that item. An accurate and current case file can then
be maintained. In this regard, particular attention should be
directed to the contents of the checklists included in tabs A and
Q. Enclosures (1) and (2) designate the offices charged with
keeping these checklists current but in neither case do these
designees have all the information readily available. When
milestones are programmed or accomplished, the office concerned
should provide documentation to the cognizant office charged with
recording that information.

d. All case records will be maintained and disposed of in
accordance with Section 601, paragraph 60002 of reference a.
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6. Manual availability. Copies of reference (a) are available
from the Naval Publication and Forms Center, 5801 Tabor Avenue,
Philadelphia, Pa. 11120. Stock number is 0516-LP-603-3000.

Distribution:
(See page 4)
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Distribution:
SNDL A2A

A4A
A6
41A

C4K

E3A
E7B
FF54
FKAIA

FKA1 B
FKAlc
FKA1 F
FK3UG
FKA6A1
FKA6A2
FKMl3
FKM15
FKM17
FKM20
FKPIE
FKPIG
FKPlJ
FKPIM
FKRIB

FKR2A

FKR2B
FKR5
FKR7B
FKR7C
FKR7E
FTl
FT5
FT60
FI’64
FT78

Op’s 41, 411,

(1 copy unless otherwise indicated): w
(Dept of the Navy Staff Offices) (NAVCOMPT NCB-F, NCC,
NAFC-53, NCB-1, 3, 31, and 5, only)
(CHNAVMAT) (08C15, 017), 095BC9, and 011, only)
(Headquarters, U.S. Marine Corps) (LMA, TAP-50, FD)
(Commander Military Sealift Command) (Code M-142
and M-32, only)
(project Manager under CNM) (DIRSSPO, SPLE, Code 43,
and PM-5, only)
(Laboratory ONR) (NRL WASH D.C., only)
(NAvAuDsvc)
(NAvAvcEN) (Code sF and Code FD, only)
(COMNAVAIRSYSCOM (AIR-103 (5), pM-235H, w+242,
PMA-258, PMA-265, only)
(COMNAVELEXSYSCOM) (09FL (5) and pc4E-107,only)
(cOMNAvFAcENGCOM) (FAc-052, only)
(COMNAVSUPSYSCOM) (014, 07 (20), only)
(COMNAVSEASySCOM) (04G (5), only)
(NA1’AIRDEVCEN) (Code 8112, only)
(NAVWPNCEN) (3105, and 55202, only)
(SPCC) (510, 730, and 790, only)
(ASO BRASO) (Code WLF, only)
(FLEMATSUPPO) (98 and 965B, only)
(NAVILCO) (Code 21 (5), Code 20B, Code 50, and 51, only)
(NAwSEAWARENGSTA] (Code 2211, only)
(NAVSHIPWpNSYSENGSTA) (Code 5530, 4500, and 4520, only) ‘
(NAVORDSTA) (Indian Head, MD Code 52C, only)
(NAvwpNSUPPCEN) (Code 023 and SEA-6425, only)
(NAVAIRREWORKFAC) (Alameda Code 520, Jacksonville
Code 05, Norfolk Code 05, and Pensacola Code 05, only)
(NAVPRO) (Burbank, CA, Bethpage, L.I. NY, Columbus, OH,
Dallas, TX)
(NAvwPNENGSUpPACT) (ESA-3-Fr4S,only)
(NAVAVIONICCEN) (B-762, only)
(NAESU)
(NAVAIRTECHSERVFAC) (Code 11, only)
(NAVAVNLOGCEN) (Code 2201E, only)
(cNET) (N8, N62, and N64, only)
(CNTECHTU) (N1l, N73, only)
(NAVEDTRASUPPCEN) (San Diego, only)
(NAWWQUIPCEN) (Code N325 and N411, only)
(NAVEDTRApRODEVCEN) (Code su-23, only)

112E, 098F, 598, 631, 632, 635, 636, 63D, 63F

Stocked:
CO, NAVPUBFORMCEN
5801 Tabor Ave.
Philadelphia, PA 19120 (100)
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UNIFORM CASE FILE ASSIGNMENTS FOR FMS MATERIAL/SERVICES CASES

Items are listed in accordance with Chapter 6 of reference (a].

TAB LINE ITEM ACTIVITY

A 1 through 3 CNO (oP-63)

El 1 through 3 CNO (oP-63)

c 1 and 2 CAO (Case
Administering
Office)

3 CNO (op-63)
D 1 and 2 CNO (op-63)

E 1 through 7 CNO (oP-63)

F DSAA

G 1 and 2 CAo

3 SAAC

4 CAO

5 NAVILCO

REMARKs

op-63 is tasked only to maintain
a cross-reference to the location
of survey reports. The report
originator is accountable for
actually maintaining a “master”
document.

Expenditure authorization
documentation not required.
Case trial balance will be
generated by SAAC.

H 1 and 2 CAo

I CNO (OP-631K)

J 1 through 5 CAO
6 NAVILCO
7 CAo

Enclosure (1)
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K “1
2

3

L

Ml

N1
2
3
4
5

0

NAVSUP
NAVSUP

NAVILCO

NAVILCO

CAO

SAAC
NAVSUP
SAAC
NAVILCO
SAAC

NAVILCO/SAAC/
CAo

P CNO/NAVSUP/
CAO

Q 1 and 2 CAo
3 SAAC
4 CAO

R1
2 and 3
4

CNO (op-63)
CAo
SAM!

Appropriate Inventory Control
Point

Estimates are included in the
P61Adata enclosed in Tab C and,
therefore, should be found by
referring to that document.
Actual charges billed are
included on the delivery listings
maintained by SAAC in Tab N.

NAVILCO will hold ROD’S for cases
implemented in WISIL. CAO will
hold ROD’s for cases implemented
in STARS. SAAC should maintain
all financial ROD’S. )

Each management level shall
maintain reviews originated
in their officer.

CAO is tasked only to maintain a
cross-reference to the location
of survey reports. The report
originator is accountable for
actually maintaining a “master”
document.

2
Enclosure (1)
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UNIFORM CASE FILE ASSIGWENTS FOR FMS/TRAINING CASES

Items are listed in accordance with Chapter 6 of reference

(a).

ASSIGNMENT
REMARKS

ITEM

Tab A CNO (oP-631E)

Tab E cNo (Op-631E)

Tab C Item 1
Item 2
Item 3

CNO (op-631E)
CNET
CNO (op-631E)

Tab D N/A

CNO (oP-631E)Tab E

N/A
Tab F

CNET
CNO (op-631E)

N/A
CNET

Tab G Item 1
Item 2
Item 3
Item 4

Expenditure authorization
documentation not required.
Case trial balance will be
generated by SAAC.

CNET “Item 5

Cr40 (Op-631E)Tab H

CNO (op-631K)Tab I

CNETTab J

N/ATab K

N/ATab L

N/ATab M

SAACTab N

CNET

CNO (oP-631EI

Tab O
I

Tab P

CNETTab Q

CNO (oP-631E)
CNET
CF30 (Op-631E)
SAAC

Tab R Item 1
Item 2
Item 3
Item 4

Enclosure (2)


